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INSTRUCTIONS Sue Publicaiion No. 78-RM-1 for instructions on completini this forin. Forward signed original to 
Oewnment of Archives ad History, Reccrds Management Division, 1% Capitol Avenue, Atlanta, Georgia, 30334. 

Dmrof Surhr 
krlirst Lams 
1963 t o  date _-__ - .l. .. ~ ~I ~ 

wllation D.n 
February 2,  1977 
_-_-I ~ _- 
&ia%ion MumM 

._-_- 5. Records Sarier Title (folluwed b y  title u& in office: if difffirwtl 

Student Folder F i l es  
I ~~ . : . ~~~ ~ ~ ~ 

. ~. mj - 
!. P.rsonmContact 

Mr~ .  Ot is  Victrum 

d e n .  

1. Agsncy Address 

Department o f  Education 
A l t o  Evaluation and Education Center . A1 t o ,  Georgia 

Working Title 
Direc tor  
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~ ~ ~~ ~ 

.~ .~~ _. . ~~~~ . ~ ~ -i,,Jhl:E. r__ _- -< ~ * . ~~~ 

I. Actton Requested 
a. 
b. 

bl Estabtisn Rotefition Schedule; record will condnw to accumulate. 
0 Dispose of present accumulition; no fmh accumulation anticipated. 

77-6b 

- - .~ ll.-l._..-l_ _L” . . . . ~ 
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~~ ~ 
~~ ~~ . .. . 

1_ .~ ~ _;-_ . Aamrd Series Dascription This file conrains the following documents /indud8 farm numbersand rirks, ifany): 

and Evaluation Center. 

eh samples of the file. 
Oocununts documents on ind iv idua l  students a t .  A l t o  Education 

. ,~ 

Included are: Progress Reports, Achievement Tests, Transcr ip t  Information, 
Evaluation Data, Permission Sheet f o r  Obtaining Transcr ipts 
from Previous Schools, Student Withdrawal Request, and re la ted  
correspondence. 

File is arranged: A1 F ..3bet i ca  1 -J student’s name. 



. . I a. Is th is the official COPY of the series? 

b. Stltuta of limitation - -0- ~~ .years. e. Administrative need - .. -5- ._.._-,years. 
c FwkralIrw - -0- . .years. f. Fedeial retention innructions __--~-~~gl_years. -0- 

A e c h  copy of e x a t  of laws or regulations. Explain administrative need. 

e:~ Because of a possibil i ty of readmission t o  the school , the records need t o  be kept 

~. 
. .  

for  f ive years. 
. .  . .  _ _  -. ~ ' c .  

I- ~ .~ .. ~ 

~~ -,-,---- ~.~~ ~~ ~~~. ~~ ~ 

2. A W i e d  Dlwsition Inrtru&cnr This agency recommends that the file series a, cut off a t  the end of each: 

0 Calmdar Year: 0 Fiscal Year; dp Other _ _ ~ ~  See below 

- vear(s); then 

-~ 
. ~ . . ,then. 

0 Hold in rhe current files area - 
0 Transfar to local holding area: hold - 
0 Transfer to Staa Records Center: hold - ~ ~ ~~. -vcar(s); then 
'0 oemov. 
0 Trmder to State Archives for permanent retention. ,, 

PD othr &?aciw 

~~-.month(s) I 
. year(s): then 

Upon the student leaving school, by graduation, parole, release, withdrawal , transfer,  
death or any other way, remove f i l e  from active f i l e s ,  place i n  the inactive f i l e s ,  
cut off the inactive f i l e  a t ' t h e  end of the school year, hold i n  the Current Files 
Area for  f ive  years, then destroy. . ,  

. .  
, .  

Thrw instructions apply to a l l  prior and future accumulations of the series. 

toommendations in 
aph 12 are approved. 
'dicapprovod, attach latar 
explanation.) 


